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ABSTRACT 

The basic goal of the Correlated Curri&ulua Program 
(CCP) is to upgrade the education of the ••general or nonacadeaic 
student. Since the students have not responded to traditional 
teaching aethods, eaphasis is placed on ••learning by doing, •• To 
attain this objective the students explore career opportunities 
through skill-tryouts for clusters of jobs in working in a store* 
office* a warehouse* a transportation coapany,? the service industry* 
the governaent* and in planning a business career* Each of these 
topics is accoapanied by suggestions and additional resource 
activities. Included are a store visit report fora* an observation 
report fora* a cash register practice sheet* a display project 
workshop activity and worksheet* and a list of references and sources 
for obtaining speakers. (BP) 
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INTROPUCTIO:: TO EUSIIIESB CAREERS 



Introducli on 

The basic coal of the Correlated Curriculxra ?ro£rai3 is to upgrade the 
education of the "penoral" or non-acadonic student. Many of these students 
have der.onstrr.ted rebellious or apathetic attitudes towards school as a 
result of repeated failure and lack of motivation. Since students have 
not responded vith success to traditional teaching methods, Introduction 
to Business Careers places enphasis on 'learninc by doing.* This activities 
approach will hopefully cive the student the opportunity to acquire a 
realistic understandinc of the traininc reeded to prepare for careers in 
"business and to becor.e aware of his own interests and abilities as a basis 
for nakinc an intelligent career choice. Students will have the opportunity 
to explore career opportunities in business throuch skill-tryouts for clusters 
of entry level jobs found la nanufacturing, wholesaline, retailing, storing, 
transportincf financinr. and ri.^k-bearinc businesses and their counterparts 
in civil service. 

Aims and Objectives 

1, To explore career opportunities in business throuch skill tryouts for 
clusters of entry Jobs found in r.anufacturinc, wholesalinc> retailing, 
warehousing, transporting, financing, and risk-bearing businesses and 
in their counterparts in civil service. 

2, To help students acquire a realistic understanding of the training 
needed to prepare for these occupations. 

3, To provide students with activities or tryouts that simulate on-the-job 
work experience so they nay become aware of their interests and abilities 
as a basis for naking an intelligent choice concerning a second tryout 
period in the second half of the tenth year. 

1», To develop desirable work habits and attitudes towards work through 

the maintenance of on-the-job stariards in the realistic skill training 
activities provided. , 

5, To help create student awareness of the relationship between Business 
Careers and the correlated subjects of English, mathematics and science. 

S pecial Tf;chnif!UOS 

Tl;e teacher should assune the role of "trainer" rather than "teacher," 
The recitation roor. r.hould cinulate as closely as possible the work 
station or training room as found in business. This cnvironrent should 



be enhanced vith bulletin board pictures showing workers on the joh» 
actual business forns, newspaper and naeazine clippincs and ppnphlets. 
Business machines, such as duplicatins machines and addinc nachines 
should be in the room. Students should be cncouraced to check the 
accuracy of their r.anual arithnetic computations with the adding 
jaachino totals. 

Worksheets and blank forms should b« riovided for each "tryout activity." 
An excellent device for teachinc the use of various business forns is 
to use prepared transparencies on the overhead projector. 

Valuablf^ sources of inspiration and information include takinc trips 
to observe workers on-the-job, hearing speakers fron business, and 
viewing films £-.nd filr.strips available for classroom use. A listmc 
of trips, G^est speakers and visual aids is on paf^e 3. 

Students should be c3ven the opportunity to try out becinnine skills for 
each of the Job opportunities succested. The class xay be divided into 
vork Groups, each assigned to a different work station. Rotate the groups 
on the work stations to allow all students to try all of the Jobs. 

Prov-sion for Individual Differences 

Since nc.re than thirty different Jobs are explored in Introduction, to 
Business Cnroers . students nay not demonstrate uniform interest and 
ability in all of the activities. However, a lack of interest on the 
part of a student should not be accepted by the teacher as a valid 
reason for non-perfornance. A stronc effort should be nade to motivate 
students to achieve in each Job tryout. 

Teachers should seek opportunities to provide individualized ^"^^ . ^ . ^ 
while students are cor.pletine worksheets or operatinc machines. A particularly 
apt student may be called upon to assist another student. 

Heasurer.ont and Evaluation 

This course is exploratory and intended to guide students in msJcinc an 
intellicent choice concerning a second tryout period in the second half 
of the tenth year. Hot all students will demonstrate an equal o-;;»cunt of 
enthusiasm, interest or aptitude for a future in business. Tue individual 
student should not be penalized for failure to achieve in any one area or 
the curriculum, but should be Judced by the fcUowing criteria: 

. class performance including participation in class dir.cussion and 

assigned work 
. knowledge of Job opportunities in business 
. ability to perform skills required on a Job in businer.s 
. development of desirable wort-, habits and attitudes tovards work 
, completion of assigned home work 

Procedures for evaluation of progress nay include: classroom recitation, 
oral and written reports, projects, denonstratcd ability to perform on a 
Job, and tests. 
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TOPIC 



SUGGESTIOnS 



ORIEKTATIOII 
(1-2 lessons) 

What will you study in the 
Correlated Curriculm 
Procrani? 

Hov is classvork in the CCP 
different fron the vork in 
other classes? 

What vill you study if you 
decide on a career in 
business? 



WORKXIIG IN A STORE 

Kinds of Stores 

(2 lessons) 

Food stores 
Small stores 
Supermarkets 

Clothinc stores 
Apparel stores 
Shoe stores 

Home furnishing stores 
Appliance stores 
Furniture stores 

Multi-line stores 
Department stores 
Discount stores 
Variety stores 



Duplicate and distribute copies of an 
orientation letter* (See pace 15 for stimple 
letter.) Ask students to read the letter 
silently and to be prepared to answer the 
question: "V/hat vill you study in the CCP?'^ 

Summarize on the blackboard* Ask students 
to take notes on the back of their orientation 
letters and to place the letters in their 
notebooks • 

Duplicate and distribute copies of the CCP 
course offerincs in business. (See paces l6 and 
17 for annotated course offerings in 
business careers*) Discuss the course 
offerincs with the class* 

To make students aware of the various types 
of stores, ask them to visit as many 
different stores as feasible. Prepare 
a store visit report form, duplicate it and 
distribute it to the students. (Sample 
store visit report form is on pace 18.) 
Review the use of the form with the students. 
Ask students to complete the forms after 
they have visited the stores. Discuss the 
kinds of Jobs observed, skills needed to 
obtain and hold the Jobs, opportunities for 
advancement, workinc conditions. Ilote that 
students did not observe personnel engaged 
in sales-supportinc activities on this visit. 

To observe sales- support inc activities, plan 
a class visit to a larce retail organization 
such as a department store, a supermarket, 
a discount store, a variety store* Prepare^ 
duplicate and distribute an observation report. 
(Sample observation report is on pace 19^ ) 
Review the use of the form with the students. 
Ask students to record their observations on 
the form. Discuss observations and answer 
questions about the visits J?iscuss entry 
Jobs and opportunities for advancement. 

Additional Activities 
Show films: 

••Behind th^ Scenes at the Supornarkct 

Film As. ciatcs of California; 
"Miracle l!arket — A Supermarket Wationr.l 
Association of Manufacturers ♦ 
Show filnotrip: 

••Your Retail Store, •• McGraw-Hill Book Co., InCi 



" 5 



TOPIC sunoHSTioi :s, 

To suaranrize Jobs available in stores utilize a 
chert sir.ilar tp the one below. The chart nay be 
drawn on the chalkboard or duplicated and distrib- 
uted to the students. Work not conplctcd in class 
may 'oc assicned ai honework. 



MoEie of 
Store 


Kind of 
Store 


Kinds of Jobs Available 
in the . Store 






















1 



Job Opportunities in Stores 
(6 lessons) 

Cashier-checker 15enonstrate how to ring sales on the cash register. 

.duplicate and distribute worksheets for cash 
register practice. (Sanple woi*ksheet ic on page 20.) 
Instruct students to practice ringing sales on the 
cash register. 

students may be asked to check out actual Merchandise. 
Students nay alternate in the roles of custor.er and 
cashier* 

Discuss th*» duties of th«» cashier-checker in 
supermarkets , in self-service multi-line stores, 
and in specialty stores. 

Display assistant Duplicate and distribute "Display Project" 

worksheets. (Sample worksheets are on pages 21, 22.) 
Instruct students to color, cut out and lay out 
the itcns to fom a store window display. Ask 
otner menbers of the class to evaluate the 
display layouts for; 

Color — Does the rcrchandise stand out 

invitingly against the background? 
Design — Are the itens arranged so that the eye 
will focus on the merchandise? 

Additional Activities 

Students nay be asked to arrange actual nerchandisc 
in a display area or to construct a "shoe-box" 
display diorana, 

Salesclcrk Have students role-play "sales" from prepared 

scripts. Include selling situations that doronstrato 
both good and bad soiling techniques. Sales should 
be completed throur.h the writing of sales checks. 
Use actual nerch.indise in selling citunticns. 




Discuss- the duties of the salesclcrk. 
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TOPIC 



Stockclerk 



WORKIIIG 11} All OFFICE 

Kinds of Offices 
(2 lessons) 

In stores 

In varehouses 

In transporting 

conp&nics 
In financial 

institutions 
In hotels or notels 
Other 



Distribute prepared inventory sheets. Price-nark 
items such as books, renns of paper and items of 
furniture and ask students to take inventory of items 
in the room. Students should work in pairs » one 
calling off the it on and price and the other recordiuc 
on the inventory sheet* By i'eversing the roles of the 
pairs of students inventory can be checked for 
accuracy* 

Discuss how shortages are discovered and how they 
can be prevented. 

Discuss the duties of the stockclerk. 

Explain that all businesses must keep records of 
business transactions such as sales, orders, 
payments and wages. The number of people involved 
in keeping records will depend on the size and 
nature of the business. 

Plan a class visit to the\office of an insurance 
company, a bank, a stock ekchange firnxj a warehouse, 
a trucking company, or a hotel. Duplicate and 
distribute observation reports. (Sar.pie observation 
report is on page 19. ) Explain the use of the 
observation report. After the visit, discuss the 
workers observed, their duties, skills needed to 
obtain the ^ob, working conditions, and so forth. 

Invite an office r.anagcr into the class-room to 
discuss office Jobs. 



ERIC 



Job OpportuniticD in 
Offices 
(l'» Icsr.ons) 



Additional ActxvitiGS_ 

Show filmstrip: 

"Office Occupations," JAV 

To suianarize *Jobs available in offices* utilize 
a chart similar to the one below. The chart nay be 
drawn on the chalkboard or duplicated and distributed 
to the students. Work not completed in class may 
be assigned as homework. 



Kane of 
Company 


nature of 
Business 


Kinds of Jobs Available in 
the Office 








1 



Students should ht'.vc the opportunity to try out 
beginning skills in each of the office occupations. 
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TOPIC 

Accounts payable clerk 



Accounts receivable clerk 



Billing clerk 



File clerk 



Office nachincs operator 



SUGGESTIOnS 

Distribute 3-column Icdccr paper and duplicated 
copies of tvo traneactions. Explain how purchases 
and payncnts are posted to an account. Use a 
transparency on an overhead projector to 
deronstrate how to post transactions to un 
accounts Have students complete the first 
transaction as the explanation proceeds. 
Instruct students to complete the second 
transaction. VJhile students are conpletinc the 
work, the teacher will have the opportunity to 
assist individuals as needed. 

Additional transactions may be assigned as 
homework . 

Discuss the duties of the accounts payable 
clerk. 

Follow sucgcstions for the accounts payable 
clerk usinc transactions applicable to 
accounts receivable transactions. 

Discuss the duties of the accounts receivable 
clerk. 

Distribute five cosipleted order forns and 
five olark invoice forns. Transparency of one 
of the order forms nay be used on the overhead 
projector for instructional purposes. Students 
aay complete the remaining invoices in class 
or at hone. 

Discuss the duties of the billing clerk. 

Distribute a worksheet containing three columns. 
Column one will contain a list of names in 
random order. Columns two and three will be 
blank. Demonstrate how to index naraes. Ask 
students to index the names, using coluir.n tvo 
for their work. Explain how to alphabetize ^ 
names. Instruct students to alphabetize 
the names and list them in column three. 

Discuss otiier filing systems. Discuss the 
duties of the file clerk. 

Machines such as the 10-kcy adding machine, the 
full-kcybonrd adding machine and duplicating 
machines ney bo utiliv.ed for instructional 
' purnoces. Dcmonstrnto how to use the machine. 
Distribute duplicated workiiheots. Instruct 
students to practice using the machines. 
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TOPIC 



Payroll clerk 



Receptionist-telephone 
operator 



WORKXIIG III A WAi?H:iIOUSK 

Kinds of Uarehcuscs 
(2 lessons) 



Chain store distribution 
centers 

Manufacturers di£.trlbution 
centers 

Wliolenalcrs distribution 
centers 



SUaCKCTIOIIS 

Distribute duplicated payroll list indicating: 
names, hours vorkcd daily, rates of pay, and 
deductions claimed . Distribute copies of 
Income Tax deduction charts for the Federal 
eovernn-.ent, the state e.nd the c5ty, Social 
Security deduction charts, and Disability 
Insurance deduction charts. Uainc transparencies 
on the overhead projector, demonstrate how to 
compute total vrages and deductions. Work not 
completed in class may be assigned as homevork. 
Addine machines may be used for computations. 

Discuss the duties of the payroll clerk. 

Students may role-play ereetine and directing 
business visitors. Emphasize courtesy and 
clarity of directions. 

Play "telephone." Whisper a phrase to a student. 
Instruct the student to relay the messace to the 
next student, and that student to relay the 
message to another student, and so forth, in 
qxiick succession. This will demonstrate how 
a messace may become garbled. Stress the 
importance of accuracy in deliverine business 
messages. 

Distribute "VJhile You Were Out" forms. Dictate 
messaces to the students. Place emphasis on 
accuracy and leci^ili^-y* 

Use "teletrainer" (available from the Kev York 
Telephone Conoany) to instruct students m 
proper placing and receiving of telephone calls. 

Discuss the duties of the receptionist-telephone 
operator. 

Arrange a trix) to a local warehouse or 
distribution center. Distribute observation 
reports. (Sanplc observation report is on 
pace 10.) Discuss the use of the repo-t form. 
Instruct students to cor.pletc the i vm after 
the visit. Discu'ss observations. 

The mamrer of a warehouse may bo invited to 
speak to the class. 
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Job Opportunities in 
Warehouses 
(8 lessons) 

Order picker 



Receivinc clerk 



Shipping clerk 



Stock clerk 

V 



To summarize 'Jobs available in warehouses* 
utilize a chart sinilar to the one below. 



name of 
Warehouse 


Kind of 
VJo.rehousc 


Kinds of Jobs Available 
in the V/arehouse 
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Prepare and distribute an "Order Picker Project 
consistine of: Purchase Orders, Stock Record 
Cards, and Shipping Kemorandun forms. Usinc the 
Purchase Orders, the students will list items 
"picked" from stock on the Shippinc I!einorandun 
forn. Students will then compute new balances 
on the Stock Record Cards. 

Discuss the duties of the order picker. 

Prepare and distribute worksheets and "Receiving 
Record" forns. Conplete receiving records for 
two inconing shipments, one as a model solution 
and the other for reinforcer.ent. 

Discuss the procedure for recording and reporting 
shipnents that include donaged, "short or over 
containers. 

Discuss the duties of the receiving clerk. 

Using actual merchandise, packing ir.atcriols, 
and closing materials, demonstrate how to pack 
various itcns of nerchnndise. Instruct students 
to select the proper packing r.aterials to pack 
assigned itens of merchandise. 

Demonstrate how to address and nark packages. Ask 
students to address and nark packages packed. 

Demonstrate how to weigh packages for parcel post. 
Ask students to doternine postage needed to the 
packages they have packed. 

Discuss the duties of the shipping clerk. 

Prepare and distribute "Bin Ticket" forns, "Stock 
Record" forns and the information needed to 
comilete three- trnnn;:ctions. Demonstrate how to 
record inforr.ntion of the forns and how to 
compute "on-hanJ." 
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V70RKIIIG FOR A TRAI.'SPORTIIIG 
COMPAi:y 

Kinds of Transporting 
Companies 
(2 lessons) 

Airlines 

Bus companies 

Bailroads 

Taxi companies 

TruckinG conpanies 

Steamship lines 

Subway lines 



Distribute "Purchase Requisition" forms, Uononstratc 
how to complete the forns for items that arc below 
"minimum balance" desired. 

Discuss the duties of the stock clerk. 

Transporting companies carry goods and people from 
place to place. Visit local terminals to see the 
carriers in action. Invito a speaker from 
Greyhound or from another transporting company to 
speak to the class, (Greyhound carries both people 
and packaces,) 

Discuss the functions of each of the kinds of 
transportinG companies, 

Distrib-ite copies of Metropolitan Transit Subway 

or Buslines Maps, Demonstrate how to read the maps. 

Distribute copies of bus or railroad timetables. 
Demonstrate how to read the timetables. 

Distribute ccrsies of bus, railroad, airline or 
steamship freight-rate charts. Demonstrate how 
to read a frcicht-rate chart. 



Job Opportunities with 
Transportinc Companies 
(6 lessons) 

Chauffeur-driver 



Materials handler 



Distribute application forms for driver's license. 
Demonstrate how to complete the forms. Distribute 
copies of the written tests required for the license. 
Discuss ansv/crs to the questions. 

Discuss the requirements for a "hack" license, a 
truck driver's license, a bus driver's license. 

Discuss the duties of a chauffeur-driver. 

Prepare and duplicate a worksheet containing 
illustrations of materials handlinc equipment, 
and types of materials to be Swxpped. Instruct 
students to match the pictures of the freicht to 
be handled with the equipment suitable for moving 
it. Discuss the reasons for usinc the equipment 
deemed most suitable. 

Discuss the skills needed to handle the equipment 
and the duties performed on the job. 
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TOPIC 



Ticket accnt 



Traffic trainee 



SUGGKnTIONS 

Distril)Uto copies of tir.e-tables and rate charts 
for railroads, buses, or airlines. Ask students 
to play the roles of a ticket acent and a 
prospective traveler askinc and eivinc information 
about departure, arrival and fare information. 

Discuss the traits and skills needed by ticket 
agents, and the duties perfomed on the job. 

Prepare and distribute worksheets containinc 
sample pages from the "Index" of the National 
Motor Freight Classification, a Freight Bill form, 
and shipping cost problems. Shov hov to find 
"class" and "rate" for each cost problem. Using 
the information, instruct students to prepare a 
Freielit Bill. 

Discuss the duties of a traffic trainee. 



WCBKIUG in A SERVICE IlIDUSTRY 

Kinds of Service Industries 
(2 lessons) 

Automotive service station 
Bank 

Dry-cleaner-laundry 
Hotel and cotel 
Bestaurant 
Other 

Job Opportunities in Service 
Industries 
(10 lessons) 

Bank teller 



Plan a class visit to a service industry. Distribute 
a visit report form and discuss the use of the 
form. (Seriple form is on page 19 .) Ask students 
to complete the observation report. Discuss the 
Jobs observed, skills needed to obtain and hold 
the jobs, opportunities for advancement, workinc 
conditions * 



Distribute prepared vorksheets containing listinc 
of monetary denominations and hov they are 
customarily packaged in quantity. Discuss hov 
to recocnize counterfeit coins and bills. 

Distribute blank check forms. Complete blank 
checks. Discuss proper endorsement of checks. 

Distribute blank deposit forms. Complete deposit 
forms . 

Role-play accepting deposits. Students learn to 
verify cash and checks listed on deposit forms. 
(Use play-moncy for cash.) 

Discuss the duties of the bank teller. 
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TOPIC 

Clerk, dry-clcancr, 
laundry- 



Gas station attendant 



Obtain blank forms from local dry-cleaninn 
and launderini:: establishments . Duplicate and 
distribute forns and listings of several 
transactions. Der.onstrate how to conpletc forns . 
Instruct the students to complete the renaininc 
forns. Chock for legibility, accuracy and neatness. 

Discuss the duties of the dry-cleaner, laundry clerk. 

Prepare, duplicate and distribute "worksheets; how 
to purcp eas*; how to check the oil and water-, how 
to prepare slips for charce customers; how to 
dispense trading stanps or other "offers. Discuss 
the word "service" in service station. Instruct 
students to conplete charce slips. 

Discuss the duties of a c^s station attendant. 

Hotel, motel, front office Front office clerks perform duties such as renting 
^jLerk rooms, acceptinc and acknowlcdginc reservations, and 

handling nail. 

Prepare, duplicate and distribute room chart 
indicatine room numbers, types of accomodations 
for each room, and reserved rooms. Prepare a list 
of requests for rocras on a specific date and 
demonstrate how a clerk would assign rooms to 
guests. Have students conplete the room 
assignments. 

Prepare, duplicate and distribute a listing of 
room nunbers and names of guests assigned to the 
rooms; a chart of mail slots indicating room 
numbers; a listing of nail received. Instruct 
students to indicate the room number next to the 
nail received, and to shade the mail slots that 
will be filled vhen the mail is distributed. 

Prepare, duplicate and distribute blank reservation 
acknowledgment postcard forms, and a listing of 
reservations requested. Instruct students to 
complete the acknowledgment forms. Check for 
legibility, accuracy and neatness. 

Discuss the duties of the hotel or motel front 
office clerk. 



Waiter or waitress 



ERIC 



Prepare, duplicate and distribute diar.ranc of 
table settings for formal and informal dining. 
Using actual utensils and tableware, instruct 
students to practice setting tables. 

Prepare or obtain a menu. Have students alternate 
the roles of y.atron and waiter/valtrccs, placing 
and recording orders. 
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TOPIC suGGiirrnoiis 

Instruct Dtuclen;,s to complete the conputations 
on checks* 

Discuss the duties of a waiter/waitress. 

Agencies of the government are listed in the 
telephone directory under Kew York City, Kew York 
Kinds of Governnent Acencies State and United States Government. Instruct 



UORKIIIG FOR THE GOVKRIIMiillT 



(2 lessons) 

Federal agencies 

State acencies 

City agencies 

Local governnent agencies 



students to find the listings and to count and 
record the nxinber of different agencies listed 
for each* 

Prepare a listing of beginning Jobs. Determine 
the agency that vould require that type of worker. 
For exar.ples 



Beginning 
Jobs 



Arency 



U*S» Governrient 



lUY* State 
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Account 
clerk 



Assistant 
stockman 



Beginning 
office 
worker 



Clerk 



(Note: Some Jobs are available in many agencies g 
e.g., clerk, office worker, etc.) 



Job OTnportunities in 

""TeillTontr^'"' Duplicate and distribute civil service exanination 

^ questions for selected Job opportunities. Discuss 

ensvers to the questions. 



Becinninc office worker^ 

Cashier 

Cleric 

File clerk 

Mail handler 

Mess oncer 

Office Machines operntor 
Parkins cnforccr.cnt 
accnt 

Post office clcrk-ctirricr 
Stocknan 

CD?/-- Telephone operator 



TOPIC 



SUGGKCTI0:i3 



PLAiIIIIIlG A nUCINrJCD C/iPXHR 
(I* lessons) 

Interest and Aptitude 
Evaluation 



Planninc Career Goals 



Prepare and distritut;; "Interest and Aptitude 
Evaluation" forms* Instruct students to 
complete the evaluation forms. 

Discuss Jobs available in business for persons 
possessinc various interests and abilities. 
Ask students to tentatively plan for several 
career areas in businers. 

Prepare and distribute several "Career Goals" 
foms to each student. Have ther. complete the 
forms. (Infornation such as job titles in the 
career areas, where Jobs are available, and 
training needed for the Jobs should be included 
on the foms.) 



ORlEIITATIOil TO THS CORRELATED CURRICULUM PROGRAl! 



To the Student: 

The purpose of tho Correlated Curriculum Procran to help you 
improve in vour school subjects and to prepare you for the vorld of 
vork! Duri'ns the ninth and tenth years in this procran you will have 
the opportunity to try out: 



Business Careers 
Health Careers 
Industrial Careers 



In the eleventh and tvelfth years you vill .Jf'' 

that vou lil-c best and prepare for your future. In addition, in the 

tvelf^year you vill vork'in the cooperative vork-expcrience procran 
on e Job related to the career of your choice. 

The Correlated Curriculum Procran is different f^^^^^^^^^^^^^b school 
proerSl Your Enclish teacher nathenatics teacher, sc en t-cher 
o.reer teacher a-ta a special Guidance counselor vork tOEetner to ncxj yuu 
^th your eollt' All Of the teachers are concerned vlth your progress 
Uelopr.e,.t and are pr<,pared to help you when you need it. 

nasfivory in the correlated Curriculum Proeran is specially planned 
for yoi n 's dif^^rent fro. other classes you attended because »ork 

lor you. to vork vou do in other subjects. It gives you 

t^SLrtf fee^Lr.?orr%::erarL ties in vith ^"f ^ ^^^^f ^^^^ 
science, and hov EncUsh, mathematics and science tie i","^^^,^''^^/^,^^^: 
In the business careers ilass you vill try 

of business. The vork you vill do in class vill be sinil^^r to the work 
you would do on a Job. 

Most of the students vho have already studied in the pro£rain have 



Good lucki 
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CORRELATKD CURRICULUM PROOrJOt 
Business Careers 



In 9A, 9B or lOA: 



Introduction to Business Careers 
Correlated Mathematics 
Correlated Science 
Correlated Enclish 



Introduction to Business Careers 

This course offers students the opportunity to try out skills needed ' 
working in stores, offices, varehouscs, transporting companies, scrvi 
industries, and in civil service. 



In lOBj 

Business Laboratory 
Correlated Mathcnatics 
Correlated Science 
Correlated English 



Business Laboratory 



In the Business Laboratory, students have the opportunity to work at various 
Jobs as they would in the world of business. The jobs include: file clerk, 
office nachlnes operator, display assistant, payroll clerk, narking jachine 
operator, fluid duplicator operator, cashier, wrapper, ana sign printing 
machine operator. 



In the 11th year: 

Distributive Education 
Business Practices 
Typing 

Correlated English 



Distributive Education 



Students explore the role of distribution in the Ar.erican cconmic system. 
Skill training is provided for Jobs such as receiving clerk, shipping clerk, 
stock clerk, sales clerk, recordkeeping clerk and various Jobs in the 
transportation industry. Students have the opportunity to investigate 
career goals and learn how to find a Job. In the second half of the eleventh 
yelr enphasis is placed on non-textile and textile r.erchandise information. 
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BusinoGS Prnctires 



work in Businens Practices correlates with the ^f^^^/^^.f^f "^^^^f ^i^^^'''^" 
Students learn to apply skills for Jo\,5 such as salesclerxc, ?f 
traffic trainee, shippinc clcrK and bookkecpinc ^^^"'rhllfTt^c eieve^^h 
on routines and arithnetic applications. In the second half of the f^^^venxn 
year stiSonts .erfor. skills for Jobs in the follouine ^^^^f 
Lssencer. cleks vho file, record clerks and data processing clerks. 



In the 12th year: 



Civil Service 
Typinc 

Correlated English 
Work Experience 



Civil Service 



qtud^^nts explore career opx^crtunitics in civil service, learn hov to apply 
fofcivL service jobs^ lekrn skills to meet entry requirements Jor selected 
cWl Service jobs and'prepare for civil service ^xminations. Training is 
^rovid'd for jobs such ks: Beginning Office 

Office Assistant. File Clerk. Hospital Clerk, Mail "^^f^,^^* ^^^'^"^^^ 
Office Appliance Operator. Office Machines Operator. ^f^-'^^^G Enforcenent 
Aront 4rkin- Meter Collector. Post Office Clerk-Carrier. Railroad ClerK, 
Stoc^.;! Storekeeper. Tabulating Machine Operator. Telephone Operator, 
Typist. Unenployr.cnt Insurance Clam ClerA. 

Work Kxperionce 

«;+«fl.nt«; vorv in the plternate veek vork experience progrpjn on a Job in business 
or civ!l service. Student vork one veek and attend school one veek. Students 
are paid at the current salary for the Job held. 
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STORE VIGIT KEPOHT FORI! 



Home 



Class 



Date of I llane and Location 
Visit of Store Visitco 



Kind of Store 



VJorkers 
Observed 



Kind of Work Each 
Worker Was Doing 



FOOD STORK 
Small Store 

Supernarkst 



CLOTHIIIG STORE 
Specialty Store 

(Shoo store, 

Ladies* 

clothes, liens* 
clothes ) 



Home Furnishinc 
Store 

Appliance Store 

Furniture Store 

Multi-line 
Stores 

Department 

Stores 

Discount 

Stores 

Variety 

Stores 



I 
I 
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OBSERVATIOK REPORT — CLASS VISIT 
Nane . Class . Date 



Hone of business visited 
Address 

Kind of business 



Jobs observed 


What Worker 
Was Doing 


Machines Used 
(if any) 


Skills Required 
on the Job 



























































Job that interested ne 

^ ■■ ^ ^^^ 

i^b. 

Questions : 



Comments : 



20 



instructions: U., o.ch .ulo o„ tho cnsh „,iator. ^f^f . f"^. HfrK ^he.t. 
the ansvors beiov. Ax-T.ucn 





(X) lU.63 


(2) U6.05 


(3) 21.15 




5.96 


• 5.90 


U.O5 




• 


33.1*2 


62.59 




50. 'i2 


16.18 


7*05 




6.89 


.65 


IU.I8 




1 ••>*♦ 


U7.I5 


127.35 






35.12 


U2.63 




^ 0 on 


U.59 


8.79 




!•!>'♦ 


60.30 


119.27 






5.79 


U7.09 




(5) »*7.15 




VI*/ *-v.^w 




165. 2T 


l»0.29 


U.78 

* 




18. 6U r 


162.15 


35.27 




U.90 


70.03 


8.96 




30.21 


5.97 


IU7.69 




7.59 


16.29 


75.21 




.63 


1*.26 


822. U6 




U6.08 


35.11 


35.09 




7.21 


178.56 


5.»*6 




IU.62 


3.97 


21.17 



5.79 
6U.58 

8.73 
9.06 

15.78 
U.38 

1U6.58 
35.19 
62.U3 
5.10 



5.03 
60.57 
5.19 
21.1*3 
108". f 5 
16.22 

7.89 
IU.53 
82.19 



Anavcrs 

X, $ 382. ii* 

2. 255.15 

3. 1'5H.15 
I*. 357.62 



5. 
6. 

7. 
8. 



893. l<7 
3»i2.30 
52I4.78 
XI76.59 



- 21 



DISPLAY rROJKCT WOP.KGHKKT 



X..ructio„3: Select U.o i-- ^ /c^tr^U?"™ 

IZ paste the it»s in position 

desired. 



SrUY PROJECT WORKSHEET 



Display Plan VJindov 1 



Display Plan Windov 2 



